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Release 04-10
1. Personnel Management (PM) is accessed to: Add new employees; Change employee
properties; Add or change Tour of duty; and Add defaults and favorites. Accessto PM isa
separate security setting granted by the Customer Service Representative (CSR). Care
should be exercised on who is granted this security setting.

2. PM isaccessed through the main menu. If accessis granted the menu item is shown in
brown vice black. Place the cursor under the Personnel Management hyperlink and click.

ATAAPS Menu

Timekeeping Administration Liilities
Lakor Certification Inguiries
T&A Review Personnel Management Change UIC - 15MRED
Timekeeper Review Roster Management Change Pazsword
Default Labor Team Management

Database

3. The system defaults to either the person logged on if they are atimekeeper for the teamin
which they are assigned or the first person in ateam for which they are atimekeeper. The
Team drop down contains all teams for which they are atimekeeper. The employee drop
down contains all employees assigned to that team.

Administration: Personnel Management: Properties Menu | Logout | Help "ﬁ

Employes information
Logged In A=: PERSMGT, TK LIC: 1SMRD1 |
Team: ORGAE-M | =| Tml

Employes: PERSMGT,TH [ =] ==| =] Empioyee |

Wiork Center. ORGAE - ORGAE-M

Lancr Tour  Perm.
Properdies  Day Tour

Properliss TeamRosier Tyoe DefauksFavories  Slebux  Schedue Temp  [njury  Summary

Rpt.
‘WorkCenbar

*First Mame: [TH "Lagt Mame: [PERSMGT

User-Ior tpedst 2 SSN 444-71-7346
pronerbr [ Currert Date SDA 0 DEMOVYI
Opert Dilec 11022003 Cuoze Dater

Save I Apd | Refresh
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4. To add anew employeg, click the Add button. When an employee is transferring between
teams, work centers, etc, use Team Management to move the employee. A new employeeis
someone who is hot in the ATAAPS database. Each element is defined in the Help module.
The instructor will explain each element for your notes. Double check the entries, for once
saved, most elements cannot be changed through PM. The CSR must update the database.
For example, the Open Date is the date the employee reports. It isthe first day of the pay
period that includes the effective date on the SF50. All other elements are contingent on this
date and once entered cannot be backed up to an earlier date.

Legoed In As: PERSMGT, TH LAC: 15MRCH
Team: ORGAS-IH

*Open "ok =
Date: EE' Schedule | -J
CafaLl T
Lahor [+ Premivm [
Hazarg [~ FF:::::; [
Retroective *Graded
LT LNGraset  ~ piglizes Shift Code fo 1
‘Emplayae
Type: [ 3
‘Raster: | =]
Cantinue I Cancel I Help * Required Field ** May be reguired depencing on Employee Tyae
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After al data elements are entered, click the Continue button. Messages will display at the
bottom of the screen for missing or incorrect data.

Employee Information

Firat

"Last

Nerme: |I'd.|1 flame; | alis
Liser-ID: |oracleizsuedizarkd SEN 444971871
Phone Nar: [555-55555 et [oaMow
«Open Ak
oo 111502003 ot |F - FULL-TIME e
Defav
Later: 17 Premiuen [
P kst
Relroactive I s Crageg
Labar: Ungrates (' yginlires Shitt Code o 1
‘Emplayes
Type! | _I_I
*Rostar: | =l
Continie | Ceneet | Help* Risguired Field " May be reguired depanding an Employes Tyge $m“f::
ouired
field,
Rosteris
-1
‘muumu
field,

Make corrections and click Continue. The new employee's Permanent Tour screen displays.

Ermiploye-e Infanmatlon

Open Date Cloze Dele Pariod Lenglh Alernata YWork Schadula

i11 0003 14
Emploves iformation
Dy

Sundey it [0 000
| Worday 2 W am
Tueaday 3 [ 3o
Wednesday 4 ¥ 800
| Thur sy £ F 800
Friday & [ a0
Saturdey T [0 oom
Sundey g [ oao
Monday 8 ¥ am
Tussdsy 0 [ a0
\ednesday 11 [ 800
| Thur oy 12 ¥ a0
Friciay 13 ¥ 800
Saturdey 14 [T oo

| Total Seheduled Hours: 10,00

1 - Hiat on WIS daies wi B hes)

oo =

a3

=
g
i

=] =
2| 8
A |4
-

3
4

i3

=
g
i

N

!IIIII TI I

Curatiom  MigheDitf Sunciey Premium |

Calcule & Vaidete Tl |

| Back| Smedciose | cancel |

;[mems|
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The application defaults to the 0 — Not on AWS. Select the appropriate Alternate Work Schedule
(AWS) and click Update AWS button. The 14-day tour will auto fill to the basic description of
the AWS. Part-time employees will auto-fill to half time of a full time employee, e.g. 4-hour
day, 20-hour week, 40-hour pay period. The default labor process will generate regular and
holiday leave hours for fixed tours only. All variable tours must have ALL labor entered
manually.

Open Date Cloze Date Petiod Lenglh Aternsie Work Scheduls

11/30/2003 14 | 5 - M0 hrs biv; days vary 0-24 hrs) x| Update Avs
Day  Durstion  Might Diff  Sundsy Prembum |

Sunday 1 0.00

wonday 2 0,00

Tueszday 3 0.00

Wednesday 4 0.00

Thursday 5 .00

Friday B 0.00

Salurday 7 0.00 [

Sunday g 0.00

Monday g 0.00

Tuesday 10 0.00

Wiednesday ik 0.00

Thursday 12 0.00

Friday 13 0.00

Soturday 14 B0.00 [

Total Scheduled Hours: $0.00 Calcuate & Validate Total |
Back i Save & Close | Cancel I I

The above screen shot shows a variable tour of Maxiflex. The employee’ s time can vary from
day to day aslong as the regular and leave hours equal 80 for the pay period.

The next screen shot shows a fixed tour of Compressed Schedule. Thisis aso known as the 5-
4/9 plan. The employee may work 9-hour days and an 8-hour day to complete the 80 hours for
the pay period. The application does not know which days will be the 9-hour days, so it defaults
to 8 hourson al days. The user must set up the employee’ s scheduled tour by clicking the drop
down and selecting the 9-hours.

For employees eligible for Night Differential (ND - normal work schedule includes hours
between 6pm and 6am), it must be added to the schedule. ND for avariable tour is added in
Labor window.
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Refer to the Time and Attendance Job Aid for a complete description of AWS codes.

Employes Information
Open Date Cloze Dete Period Length Aternate York Schedule
1180103 14 IE - Compregsad(80 trs biwk, scheduled days) 3 Update AWS I

Employee Information

Day  Duralion Might Ditd Sunday Premium

Sundiay 1 IIJ.III TI II:I.III TI

Marday 2 [em = [oe =
w3 [mE [E
weaestey « [EE] [oo S
Thursdey s [ = [om =
N
swwy 7 [wE EE -
Surday g8 [om = [om =
wondey s [pm =l [oor =
Tussday w [ew = [ow =]
Wedresdey 11 [B0 =] [ome =
Thursdey 12 oo =] [ome =]
Salurday 14 Jooo z] oz ©
Total Scheduled Houre: 50,00 Calcuate & Yaldate Total

sack| savescnss | cancel |

Next screen shot after tour is changed to employee’ s scheduled days.

Employee Infarmation
Day  Duratian MightDiff  Sunday Pramium
Sundsy 1 [ooo =] Jooo =]
Manday 2 faoo =] Jooo =
Tuszday 3 J|emo x| Jooo =]
Miednesdsy 4 [amn =] [ooo =]
Trursdey § |aoo x| Jooo x|
Friday 8 |eo0 =] om0 =]
Saturday 7 joon =) fooo x| T
Sundsy 8 |ooo =] Jooo =]
Weandsy g [aoo =] Jooo =]
Tuascmy 10 |ooo =] fooo x|
fwesnesdey 11 [oo0 =] Jooo =]
Trursdey 12 |sonp x| |ooo x|
Friday 13 [ooo x| |ooo =]
Total Scheduled Houre: SO0 Coiculate & Valdste Totol |

Back | SovesCkse | Cance |
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5. Employee's Properties after successful save. Notice only Name and Phone Number fields
are eligible for updating. The CSR must be contacted to correct any erroneous data.

Employee Information

Logged In A5 PERSMGT, TH UK 15MRDA

Team CRG4E-DT [ =] Tean |
Employee NEVIEMFLOYEE, MA I—Llﬂﬂ Emplayes

Wark Cenler, ORGSE - ORGAE-D1

 Labar Tour  Perm, Rpt. )
Proparies Fropedies Day  Tour TesmFoster Type |, Cartar DefauksFovories  Statuz  Schedul  Temp  Inury  Summary

Employes Pmpmi&a

*First Name: [

*Lost Mame: [NEWEMPLOYEE
Liser-ID; oracleissueduserid

S5 444-97-18T1
Fhone Mar: |555-5555 Current Dishe S0 I0: DEMCYY
Open Debe: 11730720003 Close Date:

Save | Add | Refrash

6. Labor Properties are to distinguish the employee’' s pay properties for each pay period. This
iscrucial for Retro pay entries.

| Labor Tour  Perm. Rpt.
FYCREtes Properties  Day  Tour [ESTECRe, Lype ‘WinrkCenter

Labor Properties

Begin Pay Period: 2003-Nov-30 | v] =<| 22| _rayreriod |
Employes Labor Propertios

Defaul Labar [ Premium Type Hours: W

Hozerd Available: [ Favorites Regured: [

Retro Lokar: [

Save Apply To Future
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7. Tour Day isamirror image of the employee's Permanent Tour schedule. Thisis used if the
employee is on different schedule for one pay period. The AWS may be changed and it
affects only that pay period. For example, the 5-4/9 employeeisin atravel status and must
be on an 8 hour day / 40 hour week schedule. The tour is changed here. The next pay period
will be amirror image of the normal compressed AWS.

To change the tour, click the Book icon next to the Open Date.

Froperties o LT e TeamRoster  Type DefovksFavoriez Sl

HpT.
Properties Tionir WiarkCenter

Ceary

Tour Day Information

Add Tour- I ~|  Add Tour J
[ LUburI Open Defe [Close Date Period Length | Alermate Work Schedue
o (3 |1130¢2003 |1 241 342003 14 B - Cormpressed(50 hrs bivwk, schedued days)

DeieteRows | Refresh |

11502003 127372003

1

Iﬂpﬂ&Dd: Cloze Date  Period Length Afternate Wiork Schedule

L IE = Compressedial brs bivwi schaduled days)

x| Upsate aas

Schedubed Hours

Day

2003 Mow 30
2003 Dec M
2003 Dec 02
2003 Dee 02
2003 Dec 04
2003 Dec 05
2003 Dec 05
2003 Dec OF
2003 Dec 0B
2003 Dec 02
2003 Dec 10
2003 Dec 11
2003 Dec 12

2003 Dec 13

Surday
Blomdd ey
Tuesday
Wedresday
Thursday
Friclay
Saturday
Surday
Mo e
Tuesday
WadramEcay
Thursday
Friclay

Saturday

1

k3

dd

10
11

12
13

14

ol

8
1

dd

B
4

8| &
4] |4

8
1

5
1

8
4

;
o oo ] ] 1 1 11 11

o
g
1

5

Total Schaduled Hours: S0.00
Swo&Coss | Retresh | Cancal |

£

Diff Sundeay Premium
0onp =
0o =
ogn =
oon -
000 =
ooo0 -

000 =

1

000 =
ooo =
oonp -

oon =

ao0 -

000 =
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Click the drop down and select the appropriate AWS code and click Update AWS.

|0r:l:r| Date Close Date Period Length Aternate Work Schedule
|-11ﬂ1mu3 124 352003 14 Ii-Gi.l:i'ng{Sdﬂy:wk‘ f hrs) =] updet= sws

Seheduled Houre
Day Duration Night Diff  Sunday Premium |
|2003 Nov 30 Sunday

5| B
4] |4

|2003 Dec 01 Mondsy

m
o
=]
[=]
8

i

(2003 Dec 02 Tussday

| 2003 Dec 03 Wednesday

2
[=]
a2
'

m
[=]
[=]
[=]
8
i

| 2003 Dee 05 Friday

|
(2003 Dec 06 Saturday

9

1

2

3

4

;:ECIEIE Dec 04 Thursday =]
B

T

12003 Dec 07 Sunday ]
9

| 2003 Dec 08 Mondsay

o
(=]
=1
=]
E
1

| 2003 Dec 08 Tussday 10

E
(=]
g
\

(#0023 Dec 10 Wednesday 11
E?ﬂl'.lﬂ Dec 11 Thorsday 12
|2003 Dec 12 Friday 13

| 2003 Dec 13 Saturday 14
Total Scheduled Hours: 80L00
Save B Closs I Refresh I Ce-'u:ell

m
[=
o
[=]
2]
1

ORAMAARARTODORATX AR
g 2
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Verify tour and Save & Close.

Tour Day Information

\Acdd Tour: I 'I Add Tour I

| [Labor| [Opon Bate [Ciose Date [Prio Lorgh | Aermate Work Sohocis
r|
=

2 - Glidingcs days wic 8 hra)|
| DeleteRows [ Retrazh I |

11 3002003 1 20 5302003 14

The employee is on a Gliding Schedule for only that Pay Period. If known in advance, the tour
can be added for that pay period by selecting the date from the drop down and clicking Add
Tour. There may never be aneed to ater Tour Day information. It is generated by accessing the
employee’s Labor record or through the Default Labor process.
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8. Permanent Tour is the employee’s regularly worked schedule. Through the initial populating
of the database, all existing employees default to ‘0O —not on AWS'. Therefore, the first task of
the Timekeepers (TK) may be to change each employee’ s tour if they are on an AWS. Each
employee must have an open Permanent Tour. Therefore, if the employee switches AWS or
workdays, a new tour must be added. Only the last open tour may be deleted provided that no
labor has been charged against it.  The process to add a new Permanent Tour issimilar to
adding a new employee or the Tour Day discussed above. Clicking the Book icon displays the
tour, but it cannot be changed.

Select the effective Pay Period Begin date from the drop down and click *Add Tour’.

Labar Towr  Perm. o Rt
=1 i J e
Froperies o tes Day Tour TEOMROSIEr Type Ll ier

Permanent Tour Information

Acid Tour: [ﬁ Add Tour
iﬂpen Dnt-a Cloze Dnh_a Marrm Work Schedula

i;m E11r.3|11'2|:||:|3 B - Compreszed(B0 hre bivwk, schedued days)

After new tour is added. Note the Close Date on the AWS of 6 and the Delete icon on the left of
the new AWS of 2.

Labar Tour  Perm. Rt
Properties Dy Taur

Propetties Tesinfoster Ty Dt

WegorkC et

l."'nrm_lna;'.t Tour hl'urm-ﬂnn :
sodtou | =] v Tour |
| OpenDete |Close Dete | Alternste Work Schecte
|;|..[| 19302005 'D’I A0E004 |G - Compressed(Z0 hre bivwk, schedued days)
E‘i:lm ‘p1n112008 ' 2 - GHiding(5 days wk, & Frs) '

10
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9. Team/Roster tab isview only. New assignments are accomplished using Team or Roster

Management. Security accessis granted to the responsible parties.

: Labor Towr  Perm.
Properties Properties Day  Tour Team/Rosber

Employea Team Information
Oper Date |Close Date | Team

|11mrzua:ta] [mﬁqs-m

Employes Roster Information

10. Typetabisview only. Contact your CSR to change an employee’'stype.

Lsoew Towx  Perm Rt
Propert T f P
operties Progieies. Py Teir eamiFoster  Type WoekCenter Detault=/Favorits
Employes Types
|Dpun Dats |Cloza Ddu%[hud‘udu'gmd]Emphyu Type
|11/30/2003 Graded Regular - Graded and Ungraded (general defaut)

11
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11. Reporting Work Center (WC) isused if an employee is authorized to charge some or all of
their time to another WC'’ s accounting data. The screen shots show an employee assigned to
WC ORG46. The employee charges part of their time to work performed for ORG40.

Adding ORG40 as a Reporting WC alows the employee to charge ORG40' s accounting
data. Click the Add button.

Employee Informatson

Lozged i As: PERSHIGT, TH LI 15hFD
Team ORGAS-D1 | =| Team
Emphyse; NEMEWPLOYEE MM [ =] == ==|  Employee |

wiark Cender: ORGAS - ORG4E-DN

Labor Touwr  Perm

Eropenes Properlies  Day Towr

TeamPosier Type Erkﬁu‘ﬂﬂ' Defaut=F ey

Employees Information

Dot | Opan Date | Cose Dete Rt Work Cerer
Aod | Retresn |

The open date defaults to the current date. Click the calendar icon to change the date. The close
date is blank and can be selected at any time when the employee’ s assignment is compl eted.
Choose the Reporting WC from the drop down and click Save.

Delete Open Date Close Date | BiptWork Center

i @ @200 | I =]
P

Once Saved the Reporting WC cannot be changed. It can be deleted provided no labor has been
charged against it.

Employes Infor mation

Delete Open Date | Chose Date Rpt Wark Carter
| @ [Ei2020003 [E ORE40 - Fusl Cell Branch.0
|.».du] Retresh |

12
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12. Defaults / Favorites serve two purposes. Defaults are required for regular and holiday leave
type hours to generate an employee’ s timesheet through the default labor process. Provided

the employee has afixed tour schedule. Favorites provide a quick pick list of accounting
elements in the employee’s Labor window. If an employee is marked as a ‘ Favorites Only’
in the properties tab, then the employee is forced to choose from this pick list. Further

information is provided in the Labor window training section. The Defaults are also included
inthe pick list. Thereisno need to add a Favorite if the accounting elements are identical to

aDefault. The Type Hour Code included on the Default line isignored in the pick list.

Establish at least two Defaults for each employee for which default labor will generate their
timesheet. One for Regular and one for Holiday Leave Type Hours. Screen shots are shown

below and the Help module explains each element.

\Detsul |OpenDate | Cloza Date Wik Certer | Job Order OF Code | Tyme Hour | Percentage Prine Inune

(O o = EEHmmmnx?lIEl [orc4s =] [reswork =] |[T1svr =] |[Rs =] |ioo

r@a & Eisomes @ [oRess =] [oEscor =] || =i =] e

=
-

Ml

B,

I_'E‘:\'u_j sddFavarte | AddDefaut | DeleteRows | Refresh |
L

A Favoriteis added in the screen shot below. Notice it does not have a Type Hour. Its open date

precludes the employee from using it prior to December 14™.

Defaulis Favorites

()| Defaut OpenDate  |Ciosa Dt victk Caréer | Job Order OP Code | Type Hour |Percertage Prie (Injury# |
r@ & E@ammm!mﬂ [orces =] [Reework =] |[Tiswr =]|[Re =] [1o0 | |
F@ F Bigooes @ ([oresss o] [eesow S| |l R | |

O e e s | =

_amj AddFavorte | Adbetat | DeletsRows | Retresh |

13
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13. Status, Schedule, Temp and Injury tabs are view only. Contact the CSR if achangeis
required.

Employee Status Information
Open Date | Close Date | Status
113002003 ACTMNE

Schedule Information
Open Date | Cloze Date |Work Schedule
113002003 FULL-TIME

Temporary Position Information

Open Date | Cloze Date | Temporary Position
1103002003 Mone

Injury Information

i

Open Date | Close Date | Injury Mumber

14. The Summary tab shows all the tabs in one screen.

Employes Properties

Firsl Mams: W L&zt Mame: MEAEMPLOYEE
Lzer i oraciessswadusarid ESM 444-271E71
Fone Mhr, 555-5555 Current Date S0A k. DEMOW
Open Date: 11/30/2003 Clo=e Dabe:
Detaut Logor: 5 Promium Type Howrs: [F
Hazerd Available: [F Favartes Required [T
Retro Legor: =

Employes Settings

Description Open Dete | Close Dete | Other

Team: ORGA5.D1 11202003
Roster: | DRGA0 - Fusl Cell Branch-C1 1412002003

Type: Reguar - Graded and Ungraded (genersl default) 115020003 Graded

IRnt.\"'.I‘c-‘l: Caar: ‘DRGW = Fugl Call Branch-D1 ‘12.IEEEIIB |

Stobus: | ACTIVE 110202003
Wiork Schedule: FULL-TIME 113052003
I Temp Position: Ihl:InB ‘11.¢IIEEIIJ3




